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First Steps

* Write a master list of your work histories to
iInclude:

— Name, full address and phone number of all
employers

— Dates worked and reason for leaving that
employment

— Complete description of job duties

« 7 Click for an example on writing complete job
descriptions
— Put in detail what you did in each job — don’t assume the

prospective employer will know what duties you had to do when
(using the example) you were a cook or a housekeeper



ABC Restaurant

123 Any Street

Any Town, ST 12345
(123) 456-7890

Jan 2007-Mar 2008
Resigned

Cook

Prepared, seasoned and cooked soups, meats, vegetables, desserts and other foodstuffs.
Baked, roasted, broiled and steamed meats, fish, vegetables and other foods.

Carved meats, portioned food on serving plates, and added gravies, sauces and garnishes.
Washed, peeled, cut and shredded vegetables and fruits to prepare them for use.

XYZ Motel

450 Any Street

Any Town, ST 12345

(098)765-4321

July 2005-Dec 2006

Terminated —will explain atinterview
Housekeeper

hnuentmried stock to ensure adequate supplies on housekeeping cart.
Sorted, counted, folded, marked and carried linens.

Vacuum, sweep and mop floors

Dust furniture

Cleaned bathrooms and replenished supplies

Changed bed linens

Replenished supplies, such as drinking glasses and writing supplies.
Maintained high standards of excellence.



Transier infoLmation_to appﬂcation_

 Complete all areas of the application

* Enter complete work histories from master
list

 List additional information that could help
you gqualify for the job

* List references with complete address and
phone number



Employment Application

* Please complefe this agplication by fyaing or grinfing i ink. INCOMPLETE or UNSIGNED apalicafians will mof be considensd.

* We are an equad! ogporfunify engloyer. We do fof discrintingfe on fhe basis of race, religion, color, sex, 2ge, nafioral origin,
mrarifal sfafus, or disabilify.

» Do pou meed 7 accommodafion fo parficioste in fhe aoplicafion or inferview grocess? O ves B Mo

Employer| BST Restaurant Job Order # | 2511111

Joby Title | Sook

Mame John Doe

Presert Address 456 Any Lane City  |&my City State ST Zip 56789
Phore (2347 567 - (8912 Mezsage Phone | ([ ) - E-Mail Address

Driver's License: Operator B coLd CDL Type Endorsemernts

|

High School Diploma or GED? B Yes [O Mo Pozt Secondary Degres?

Mame of school beyond High School

Training Length Date Completed

fajor tlinar

In wehich trade?

Company Mame ABC Restaurant Immediate Supervizor Jane Smith

Complete Addrezs 123 Any Strest Arry Towen ST 12345
Theds PO, Box [ THate p Code
Job Title | Cook Fhone | (123) | 456 - | 7890

Job Description (duties, skillz, equipment used) Prepared, seasoned and cooked soups, mests, vegetables, desserts and
othier fondstuffs; Baked, roasted, broiled and steamed meats, fish, vegetables and other foods; Carved meats, portioned food
on serving plates, and added gravies, sauces and garnizhes, Washed, peeled, cut and shredded vegetables and fruits to
prepate them for use.

Dates:  From (mmiy

[ 08 Resazon for leaving Resigned

J5-512 Employmnent spplication [Rey. 032006



Company Mame Y Z Motel Immediste Supervizor John Smith

Complete Address 456 Any Street Ay Towen ST 12345
et PO Box [ State Zn Code
Job Title | Housekeeper FPhone (0957 ¥63 | - | 4321

Job Description (duties, zkillz, equipment used) Inventoried stock 1o ensure adequate supplies on housekeeping car; Sorted,
counted, folded, marked and carried linens; “Wacuum, sweep and mop floors; Dust furniture; Cleaned bathrooms and
replenizhed supplies; Changed bed linens; Replenished supplies, such a= drinking glasses and writing supplies; Maintained
high standards of excellence.

Examples include; classes (include dates), cerificates, current licenses, specific equipment and ather zkills.
Besides having worked in warious restaurantz, | have alzo worked az a caterer for weddings, bithdays, family reunions, etc. |
alzo trained under a Chef and learned many important skills to create elegant meals and deszerts

Mame Address Phone Mumber
John Doe 783 4l Streets, Any Town, ST 56789 (123 | 789 - | 4560
Jitm =mith 146 &ny Streets, Any Towwn, ST 56789 (123 - | ¥890
Jill Jones 432 Some Streetz Al Towns, ST 12345 (321 | 654 - | 8570

The information that you provide on this application is subject to werification. Falsifications ar misrepresentations may disqualify you fron
consideration for employment ar, if hired, may be grounds for termination at a later date. Do you wantto be informed before me contact you
present employer? [Ov¥es [OHo

With my signature below (byped arwritten), | cedify that all infomation on thiz and all attached pages is true, corect and complete to the bes
of my knowledge and contains no willful falsificatons or misrepresentations. | authodze all former employers to release job-related information
they may hawve about me and | release all persons or companies from any liability or responsibility for providing such information.

Signature: Date:

This goplicafion provided by mﬂf




~Job Application Do’s_

« Gather all necessary information before
picking up an application

* Read every word of the application before
you start completing it

* Always have a way for the employer to
contact you

* Write N/A (not applicable) if it doesn'’t
apply to you
 Complete any specials skills section



Job A_pplicat_ion Do’s Continued

State a specific job or position you're
applying for

Under pay you expect, put “negotiable” or
“open”

Know your strengths

Include volunteer experience, licenses &
certificates

Carefully word reasons for leaving
previous jobs



Job A_pplicat_ion Do’s Continued

* Write "Now” or “Immediately” if you can
start right away or “Two weeks notice”

« Sign and date application
« Keep a copy for yourself
* Check your spelling and grammar

« Write neatly or complete the application
online if available




~ J_ob ApEIicatio_n Don’_ts

Complete an application without
addresses or phone numbers — yours and
former employers’

Just walk In unprepared

Leave a telephone number that doesn't
have an answering machine

Cross out anything if you make a mistake
— use white out or start over with a new
application



Job A;pplicati_on Don_’ts Con_tinued

Ignore a section If it Is unclear — ask
Instead

Leave any section blank

Use cursive script to complete the forms
Put “anything” or "any job” or "any
opening” for position you are applying for

Under pay you expect, don’t put in a dollar
amount unless absolutely necessary



Job Applicati_on Don_’ts Con_tinued_

* Write anything negative on an application

« State you quit other jobs. Use “resigned”
Instead

* Lie or omit facts if the application requires
them. Be brief and ask to discuss "may
we discuss”



Othe_r heIprI tips_

Always include area code

Use Post Office codes (MT, OR, WA, VT)
Dress as If you are ready to start the job
Be neat

Type or use online application If possible

Spell out things that may have more than
one meaning (such as Bld — Building?
Boulevard? Blond, blind, bland?)



Other helpful tips contigued

« Spell out acronyms (JS = Job Service;
OPA = Office of Public Assistance, etc.)



If you have any questions about
completing applications, please
let Job Service staff members
know. We will assist you in any
way possible.



